
Type of 
Visitor

US Citizen on 
600 Frequent 
Visitor List**

NO ESCORT
REQUIRED

US Citizen 
NOT on 
Frequent    
Visitor List

Coming in 
LESS than 2 
business days?

YesMUST
ESCORT*

No
Fill out 
“Request 
for 
Temporary 
Badge” 
form*ANY Civil Servant or Contractor with a GSFC-

issued PICTURE badge may escort; 
Also, these people may sign a Request for 
Temporary Badge Form for short-term visits

Visit Duration    ==>

<1wk, no after hours
<1wk + after hours
1 wk - 1 month
1 - 3 months
3 - 6 months
Long term badge > 6mo 

Needs a

Signature
Who signs

See note* 
Branch Head
Branch Head
Division Head
Director of

Foreign National 
from “Designated 
Country”

Fill out paperwork (see your secretary) and 
submit to Code 101 30 days prior to visit

Submit form to Security

Foreign 
National from 
“Friendly” 
Country

Coming in 
LESS than 10 
business days?

Yes

GSFC CIVIL SERVANT fills 
out and signs paperwork. 
Submit to Code 101 prior to 
visit (after hours access 
requires additional written 
request)

No

MUST
ESCORT*

Type of badge issued depends 
on duration of visit
1) < 3 months = short-term 
badge
2) >3 months = long term 
badge; requires National 
Agency Check (NAC). 3 
month badges issued until 
NAC is completed

NO ESCORT
REQUIRED

**List approval pending
as of 2002.12.10

Summary of GSFC Visitor Access Rules/Processes
(as of 12/03/2002)


